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GEORGIA DEPARTMENT OF LABOR

&

* EMPLOYMENT SECURITY AGENCY

ADMINISTRATIVE SERVICES DIVISION
RECORDS MANAGEMENT AND CONTROLS

/

APPLICATION FOR

AMENDMENT TO RECORDS RETENTION SCHEDULE

£

{

Application N't".lmber_

Applicatidn Date: August 12, 1980

74-73
Record Series Title: Unemployment gnsurmce Benefit Payment
Cert:.ficatio Files :

Item number to be amended: Item 16 on 1971 form

Reads as follows: no on confidentiality of records

Amended to read: yes on confidentiality of records

FOR STATE RECOROS MANAGEMENT DIVISION USE
"~ Application No. Date Completed

DCT 2 1980 74 =~73-H NOV ¢ 7 1080

Date Received

Person to Contact:

Telephone No. 656-3040 .

Reason for change Georgia Employment Security Law, Georgia Code Annotated, 54-642, 1M

5&5373()

AUTHORITY:
Division Director/Designe

State Auditor/Designee:

Secretar%temesignee:l .

Attorney General/Designee:

oe_G/ 20/ 90

Date 5/4_2 o

Date ?’/; q{/fﬁ
Date /D"'BO"S.U

Date

Date

10=27 — &2

ESA-143 (3/80)
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N . 233-/7
- GEORGIA DEPARTMENT OF LABOR 7
i s EMPLOYMENT SECURITY AGENCY
ADMINISTRATIVE SERVICES DIVISION
RECORDS MANAGEMENT AND CONTROLS ,
f Application Number
’ APPLICATION FOR ‘

AMENDMENT TO RECORDS RETENTION SCHEDULE ;- 74-73.
Application Date: 5/22/80 ' ' ' FOR STATE RECORDS MANAGEMENT DIVISION USE
, : ' Date Received " Application No. Date Completed

WN 251980 7U~T3-A 1 2 yem

Record Series Title: Unetrploymeqt Insurance Benefit Payment Person to Contact: ‘
Certification Files Ellis Bransford, Benefit Claims

_ 656—-3054
Item number to be amended:12 . Telephone No.

Pat Fridell, Investigations 656-3058

Reads as follows: ....then transfer to State Records Center; . -
hold 3 years and 1 quarter; then destroy. ' g

Amended to read: . . ..then transfer to State Records Center;
hold 4 years and 1 quarter; then destroy.

1

. The federal Inspector-General maintains quality control checks on fraudulent j

Reason for change: claims made on unemployment insurance funds by using a "cross-match" :

' sampling between unemployment claims and taxes made on employers' wage :
contributions to the unemployment insurance fund. The Investigation

section uses this record series when stronger evidence is needed in a ‘ ;
trial. ' ' '
AUTHORITY: - / / ;
Division Director/Designee: / ‘ __ Date 6 -~ bi; ay a
Date "
i
Date___

o Ailfo |
Date__ & 75_0 50

l?ate /7( (P 0

ESA-143 (3/80)
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B L STATE T i ' L o OPFICE OF BRCAETARY OF STATE PMGE )
oF A pp] ication for DEPARTNRET OF ANCEHIVES & WISTORY 1
GEORGIA RECOﬁDS DISPOSITION STANDARD NECORDS MAWACENEST DIVISION ) A
F-T P’“T‘_G“r‘;:?: -‘“ _i!ls.‘ﬂl_/{‘fjgﬁ.‘“ ! See upa»ruta :n..T:u:-t.mn. for completion -f @ FOR RECORDS MANAGEMENT DIVISION USE
_Janua Ty 29, ]974 _ Jfront and reverss of this form. Sign original and tuo copies Date Received ; Application Na. Uate Completed

f )
Jan - . Wi R
2 ,Asency Application flo. and foruard to Pepartment of Archives and History, Attention. q a -
1 - N

DL"O] 7 Pecorda Management Officer
3 'AEIICI. Divisirn, Subdivistfon b Adeinfetering Office Addreas

Georgia Department of Labor

Unemployment Insurance Division

FEB 26 1974 U3

Peraon to Conter
.

N. Filis Bransford

H:<zfi___;2fi}:222’v~%*4//:t=<§;>

Claims Operations - Room 70 F - State 0ffice Bulldlng SRS 6.
Atlanta, Georgia 30334 Supervisor af% -3054
T.RCTI0N REQUES|E
Eg ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. ~NO FURTHER ACCUMULATION ANTICIPATED.
5. Earliest & Latest 9.Exact Series Title
Dates of Series

_{2-1-74 Forward ~Unemployment Insurance Benefit Payment Certifications Files -

0. What is the function of the office in which this record series is created?

The function of the Unemployment Insurance.Division is to Implement the Georgia Employment
Security Law which requires that legal entities employing workers in Georg|a report and pay
taxes on wages of such workers; and to subsequently pay unemployment insurance benefits to
such covered workers when they become unemployed through no fault of their own and when they
comply with certain eligibility requtrements of the law. :

* *% ITTE
Administers payments under UC, UCFE, UCX Programs. Claims Operations Unit receives and approves
claims for individuals both monetaraly and non-monetarily. Reviews and processes certifications
requiring payment of benefits. ‘ ' :

i

* & :
ﬁnemployment Compensation Unemployment Compensation Federal Employees

* % % . ,
Unemployment Compensation X-Service Men

#

11. This file contains the following documents: (1nc1ude form numbers and titles, if any,
and file arrangement). , o

Documents: xelating to: .. Unemployment |nsur§nce benefit payments to eligible claimants.
Included ate r~Payiient CeEtlficat%pn Forms'{ESA 420, 421,*411c; 72408 & 460)

Flle is arranged in’chronolo ical batches. bX d@te P%&%f -, . R

‘thereunder’ ‘numerically by theé ifirst two & o B T A
of the last four digits of Social Security Number.‘ T K

o
|
i

ATTACH SAMPLES OF THE FILE

e —
R Hé . EQUIPHERT nCtuplfy , Wo. of Drawvers Cu. Pt. of '.(’nfﬂ.‘l No. ef Drawvers Cu. Pt. of Recordy
. - N - ANNUAL NATE OF ACCUMULATINN L ( 5 ; -
Letter-sinte Tile Drawers B h #‘ [’u @‘M 6" Tt ~J
. : 3
: =7 T ﬂrgu
i . : - In Offtcels) In Storage Aresis
H - Lagal-slize Piie Crawers . Fioor Space Occupted {Square Pest) re
R This Las Precedingfri. Prior
N/A - . - Jesr'e Year'‘s Yesr's Teare'
- s ¥
o 7 ) 7 AVERAZE DAILY REFER /r_ o i~ ~
_ | o S 1 | g O Ol < | O

Fora. AR+SO.T) .

E . : :
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U
QUESTIONNAI RE Plcco &R "27 in the proper coiumn. If ansver (s "YES." .plut-t explatn . = YES o NO ]
13. Is this the Record Copyfof the ser1es° S | coaIk) []
14, Is there a duplication of'thls series in another offiee or agency? . | 1 [kl
. ] ! .
15. Is the information contained in' this series ever summarlzed or published? {1 [x]
Attach copy of swmary or publication. .
16. Does the series contain classified information requlrlng security handling? 1 [x]
17. Does the series initiate, amend or terminate agency policies and procedures? [ ] [x]
18. Could the function be performed if the files were lost or destroyed? x1 [ 1]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [1 [x]
20. Does the record sei}es ﬂrov de data as input to an EDP file? [x] [ ]
ayments prompted by certifications becomes a permanent record on EDP tapes
© 21. Does the record §erre§wgpgfgig_documentatlon produced as EDP printout? b)Y k1
22. Has the Federal Govérnment issued instructions governing the retentlon/dlspo- Ix) [

ition of these files? .
r7 ay ment records must be maintained three years and one quarter as provided for by
5" Federal instructions. i : _
3. Will there be a need ‘for these records 10 15 years from now? If yes, what? [ ] [x]

_P2h. REQUIREMENTS. The following requires the files to be kept 3 yrs. 1 qtyears:

a.[)JSTATE -b.[]STATUTE OF - c.[]AUDIT d.[JFEDERAL  e.[JADMINISTRATIVE f.[]HISTORICAL
LAW - - LIMITATION PERIOD LAW ~ DECISION " VALUE :
(Cite Law, Statute, or other reason for the retention requirement)

Based upon standard of dispostion of other claims department documents.

25. AGENCY RECOMMENDATIONS. This agency recommends t the file series be cut of f at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR - [MOTHER Ciii i B

| [X] Hold in the current files area /" month(s)/ year(s): / . Qtr.
5 [X ] Transfer to [ ¥ State Records Center [ ] Local Holdlng Area; hold3 yrs year(s)
[x ] Destroy.
vl Transfer to State Archives for permanent retention.
\ [ ] Destroy immediately after cut-off.
[ ] Other: (Specify) . '

_ 4',.,_.- » ﬁnfzz'(rhd?/
o & (e 1007) 7058 ey g Fedort T

/ f et e

O

(Indicate briefly rationale for recomendatwns ‘above/or wmte addtttonal remarks)

LT ;L€ a@cunr. TS Lo L U Che e L ool e etimips . = Tme

Records gement fieer ture)[ Date - T -
THER REQUIRED SIGNAT

26 Recommendah ons Ageﬂcy Head/Designee

in paragraph 25 Approved D1 sapproved X A , . D;‘S’\‘\'
are: ate Audirtor/Designee {\l |
r'oed [ ] D}sapproved A\ IPA N Ve 1SN
STATE RECORDS (RS e8zeta @i State/Designee ‘
COMMITTEE S #* ] Disapproved ;4 74 \7’ 9.y 74

Z/D T~
L _ Aoii:’;m Dfi‘;f.zved M Jlodl sl




TRN.AY adma T

- " Application for
ciore;s RECORDS DISPOSITION STANDARD  rscoms mameomess

Janua rY ] ] 3 ]975 front and Fevedse of thie form. Sign original dand tvo copies

Date Received
2 . Agency Application Ro. [ld forvard to Department of Az'-lclu'uu and ;n&a:ar&, Attention: 7

Records Dmnagmmt Of_f(ur

3 AGENCY, Divinion, Suddivision l. Ad-inl-tering Office Address Person to Contect

Georgia Department of Labor
‘Unemployment Insurance Divislon

SI'.A']'Eg . OFFICE OF SECRETARY OF BTATE

DEPARTMENT OF ARCHIVES & RISTORY

Application Date ] = : _ _
1 2 TNSTRUCTTONS: See separate instructions for ecompletion of } FOR RECORDS MANAGEMENT DIVISION

F T4 -3

N. Ellis Bransford _
7

PAGE

DIVISION

usE

Appll.catlon No. Date Completed

" Working Title

‘Atlanta, Georgla 30334 Supervisor

Clalms Operations - Room 70 F - State Office Butlding / %,?[%zm £ T

[7.ACTION REQUESTED e

E ESTABLISH DISPOSITION STANDARD; E DISPOSE OF PRES
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCU

2 %‘56 3054 |

ENT ACCUMULATION;
MULATION ANTIC IPATED

5 . Inclusive Dates 9 EXACT BQrIES TITLE

Forward

August 14, 1974 | " Unemployment {nsurance" Benefit Payment tert|f|cat|ons Files -

10 What function perrorlad resulted in creation of thi- Beries

The Function of the Unemployment Insurance Division is to Implement the
comply with certafn ellgibility requirements of the Law.

and approves claims for individuals both ménetartly and non-monetarily.
certifications requiring payment of benefits.

Security Law which requires that legal entities employing workers in Georgia report and pay
taxes on wages of such workers; and to subsequently pay unemployment Insurance benefits to
such covered workers when they become unemployed through no fault of their own and when they

Administers payments under Unemployment Compensation, Unemployment Compensation Federal
Employees, Unemployment Compensation X-Service Men programs. Claims Operations Unit receives

Georgla Employment

Reviews and processes

11 _D!sCMPTIOI OF SERTES - Include Torm Wo. & Pora Title, if any

Soclal Security Number.

X

Documents relating to: Unemployment insurance benefit payments to eligible claimants.
lncluded are: Payment Cert?ficatfon Forms (ESA-420, 421, bi1c, 408 & h60)

File 1s arranged in chrgnologlcal batches by date paid, thereunder numerically by the full

* NOTE; Standard DL-017 required files to be arranged numerically by the first two of the

_—‘/
' Tast four digits of Soclal Security Number. This 1s the only change in established
disposition standard. \
2 . RQUIPMENT OCQUPIED . Wo. of Dravers Cu. Pt. ef Records I o~ No. of Dravers Cu. Ft. of Records
\ %:?“?3‘" e Dr;v_".—x ‘\ AXEUAL RATE 0P ACCUMULATION Held in Ctns 9 cu ft
Y TR . L ~
Legal-size Pile Dravers . Picor Space Gecupied (square r-;t) . In Oftice(a) In Storage Area(s)
’ - ‘1. - ] )
N/A By Annusl Accumulation ’T::‘.. Y:;.:?. Pr;::;%:l Ali,:::?rl
I AVERAGE DATLY REPERENCES 0 0 0 0

'nr:: AR-50-71



 PAGE 2

[ QUESTIONNAIRE me o inthe prerer sote it et Plelee.expllin T T 'mes‘w fﬁq
13. Is this the Record Copy of the series? - : e PQ_ ‘t]
14, Is there a duplication of this serles in another office or sgency?;,. ) - f [1 -9
15. Is the 1nformation contalned in’ thls series ever summarlzed or publlshed? o [] ]
16. Does the series contaih.classifled 1nfbrmetion requlrlng secur;ty heool;oé7-;-m [] A 14

- - _LA_A - ) -

T - . : i
17. Does the series document pollcles and procedures of agency S 0perat10n or fUnctlon? [] 4

18. Could the function be perfOrmed if the files were lost or destroyed? - ':":- [ﬂ []
19. Is the series (or major portion of it) regularly mlcrofllmed? If yes,'why? BEEE tﬂ
20, Does the record series prérlde data input to EDP file | 0D
Payments prompted by tertifications becoiies permanent record on EDP tapes. T
21. Does the record series contain documentation produced as EDP printout? | [1 ™™
22. Is the series ‘affectéd by Federal 6F grant funds? -~ il &’ ot Bhhe o Y o
: Payment recordst ust beE%aintaineJ)three years and one quarter as provided for by IJV“GL]
tructions., . .. . o .. T S

23. Yrﬁﬁet ere cneer::'is for 'Ehese records 10 15 yes.rs from now'? If yes what‘? [] [’]

e , v :

- P . - ] = - ~ Ead

2k, REQUIREMENTS The following requlres the flles to be kept 3 yrs ] qE&earS' ] o pe e

a:[ISTATE © 'b. []STATUTE OF 'rc []AUDIT "?1[]FEDERAL e, [%ADMINISTRATIVE‘ f. []HISTOPICAL |

- -“LAW © ' LIMITATION "» - "PERIOD ~ '~ TaWw °° " 'DECISION - o VALUE o
(Czte Law, Statute, or other reason *for "the réténtion requirément)

- - e .y

Based upon standard of dispostion of other claims department documents.

25, AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[JOTHER  month »then:

A.[|Destroy immediately after cut off.

B.[{Hold in current files area ﬂ ”“month(s)/ Todo ear(s) "theh: -~ 7= -
1 [IDestroy. r LpTY e T "“?* 1 qfr.' R SR Sl

2 [ﬂTransfer to records center hold 3 yr. year(s) then' :

a [JDestroy. .. o
b []Transfer hlstorlcal msterlal to Archives,
destroy remainder.

3 {]Destroy after audit (or year(s) after asudit).
C.[]Hold in current files area indefinitely.

D.[]JHold in current files area year(s) then transfer to Archives permanently.

. - E.[]other ..

. . - - e e . T
e T - -~ I oo ) e IR : : :

(Indtcate brtefly pationale fbr recomhend&tmons above/br wrzte addztzonal remarks)

ihven oryitshtn by

PR

l-ad of A; acy

\\c7’“*’"3"rge~—45\}:-4;:7

Director, Archives l History

-ﬁaipproved []D1sapproved—
in Paragraph 25 [JApproved _[]D1sapproved

Recommendations

Becretary of Btate

are: [JApproved []Disapéroved

Governor of Georgis Date . ]

[]Approved [JDisapproved




